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This document provides information on sending, receiving, and saving encrypted emails using the WRC 
Group Message Center.  
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What is Email Encryption 
 
WRC Group will be using the ZixCorp software to send and receive secure and confidential emails. If the 
person receiving the email is a non-ZixCorp customer, they can retrieve the message from the WRC 
Group Secure Message Center after setting up a user account. If the receiver is a ZixCorp Customer, they 
will receive the secure message directly in their inbox. 
 
This manual will provide information on: 

1. How to send a secure email 
2. How to retrieve a secure email  
3. How to reply to a secure email 
4. How to save the email and attachment on the computer 

How to send a secure email  
 
You can send us a secure email in one of the following way: 

1. Using the “Secure Email” link located on our website under “Contact Us” 
2. Using the “Reply” tab on the secure email you receive from us (for more information please 

refer to instructions on page 6)  

Secure Email Link 
 

• On our website click on the “Contact Us” tab. 
• Select “Secure Email” link. 
• You will be directed to the WRC Group Message Center.  If you are accessing the Message 

Center for the first time, you will need to complete a one-time registration process before 
composing the message. To register, click on the “Register” tab as shown in the screen below.  
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If you have already set up an account, you may enter your email address and password as it relates to 
the account and click on “Sign In”.  The email inbox will be displayed as below. Click “Compose” to write 
an email. 

 
 
Attach files if necessary using the “Attach File” tab. Click on the “Send” button to send the message 
securely to WRC Group. 
 
COMPOSE MESSAGE SCREEN 

 
To attach a file to the message to the reply, click on “Attach File”.  Browse and attach the file. Click on 
“Add File” and then “Finish”. 
 
ATTACH FILE SCREEN 

 
You will be reverted to the compose message screen as shown above. Click on the “Send” tab to send 
the message. 
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How to Retrieve a Secure Email 

Non-ZixCorp Customers  
PLEASE NOTE: You may need to whitelist @zixmessagecenter.com as a "safe sender" to prevent the 
message from going into your spam or junk email. 
 
When you receive a secure email from WRC Group, it will be displayed in your inbox as shown below: 
 

 
Click on the “Open Message” tab to go to the “WRC Group Message Center” and view your email. 
 
When accessing the Secure Message for the first time, you will need to complete a one-time registration 
process before viewing the message. 
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After you register and sign in, your message will be displayed as below: 

 

ZixCorp Customers  
 
If you are a ZixCorp Customer, you will receive the secure email directly in your inbox. It will be 
displayed as below: 
 

 
 

Reminder Notification 
Note: Recipients will receive an email reminder after five days if they have an encrypted message in the 
WRC Group Message Center that they have not yet read. At the same time, senders will also receive a 
notification that the message has not yet been opened.  
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How to reply to a secure email  

Non-ZixCorp Customers  
 
To reply to a secure email click on the “Reply” tab  
 

 
 
Compose you message in the message box and click on the “Send” button to send the message securely.   
 
COMPOSE MESSAGE SCREEN 
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To attach a file to the message to the reply, click on “Attach File.” Browse and attach the file. Click on 
“Add File” and then “Finish.” 
 
ATTACH FILE SCREEN 

 
 
You will be reverted to the compose message screen as shown on the previous page. Click on the “Send” 
tab to send the message. 
 
To sign out, click on the “Sign Out” tab at the top right hand corner of the screen. 
 

 
 

ZixCorp Customers  
 
ZixCorp Customers can use the REPLY and ENCRYPTION button located on the message screen to reply 
to the secure email. 

How to save the email and attachment on the computer 

Non-ZixCorp Customers  
 
Sign into the “WRC Group Message Center” 
Once you open the message, click on the down arrow by the “More Actions” menu 
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Select “Save Message to save the message on your computer. To save the attachment, select “Save 
Attachment”. 
 

 
 
When you select “Save Message” the following window will open. You may either select “Save” and then 
the directory where you want to save the message or select “Open” and view the message in text file (as 
shown below) prior to saving it into a directory. 
 

 
 

 
 
Follow the same steps to save the attachment using the “Save Attachment” option. 
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